
Basic Time Entry with
Employee Self Service

(ESS)



Employee Self Service (ESS): 
Quick Guide

Employee logs on to the ESS Portal. 
Employee enters and saves time. 
Employee reviews and releases time. 
Time is routed online to the Manager for 
approval in Manager Self Service 
(MSS).



• Access the logon screen at: https://mybeacon.its.state.nc.us/
• Type in your NCID and password (the password will need to be 

changed every 90 days)
• Click the “log in” button

https://mybeacon.its.state.nc.us/


• Click on the My Data (ESS) tab

My Data (ESS)



• Following is the Overview screen.
• Select  “My Working Time” in either of two places on this 

screen.



• Following is the “My Working Time” screen.
• Select  “Record Working Time” from the menu.



Employees classified as Positive Time are subject to 
FLSA overtime (S-FLSAOT). 

Positive Time employees should record their Time 
Worked each day and any leave requests.

This time must be “released” to the supervisor for 
approval on a weekly basis.

If you have questions, contact your supervisor or your 
local HR office.



Employees classified as Negative Time are NOT subject 
to FLSA overtime (N-FLSAOT).

Negative Time employees should only record their 
leave requests and/or excess time worked.

Only when these special requests are made must the 
timesheet be “released” to the supervisor for approval.

If you have questions, contact your supervisor or your 
local HR office.



• Following is the timesheet.
• You will see a “Plan” line which is your default working 

time.
• The time values for each day will default from pre-loaded 

information on your specific work schedule.



• There are many Attendance/Absence codes to choose 
from.

• Select an appropriate Attendance/Absence code in the 
left column to represent your work status for each day.

• Each Attendance/Absence code will occupy a separate 
line as appropriate.



• When you work your normal schedule, you will use the 
Time Worked (9500) code.

• When you wish to request sick leave, you will select Sick 
Leave (9200) from the list.

• When you request vacation, you will select Approved 
Leave (9000).



• If you worked a full week according to schedule, and you 
requested no leave, then your timesheet will look like the 
sample below.

• The code Time Worked (9500) has been selected for 
each date.

• The “Act” line, represents Actual hours after all codes 
have been entered and totaled.

This is a Positive Time 
example.

Negative Time employees 
need only record 

exceptions to the regular 
schedule.



• Do not select the Additional Time Worked code (9510) for 
working extra hours in a given week.

• Include these hours as Time Worked (9500).
• BEACON automatically adds the extra hours to your 

compensatory time quota for a given week.
• In the case below, 4 hours will be listed automatically as 

compensatory time.

10 10

This is a Positive Time 
example.

Negative Time employees 
need only record 

exceptions to the regular 
schedule.



In the following timesheet sample, the employee:

• Was out on Monday due to a holiday (Holiday Leave 9300).
• Took 8 hours vacation (Approved Leave 9000) on Tuesday.
• Worked 4.5 hours (Time Worked 9500), became sick, and took 3.5 hours 

of sick leave (9200) on Wednesday.
• Was called for jury duty on Thursday, so requested Civil Leave (9550).
• And was absent on Friday due to Adverse Weather (9545).

The “Act” totals should match 
the “Plan” totals for each day, 
given leave requested and 
time worked.

This is a Positive Time 
example.

Negative Time employees 
need only record 

exceptions to the regular 
schedule.



• Follow the steps each day for recording your time
• Select “Review” to look at the summary of your week



• Once you have reviewed each date and verified its 
accuracy

• Save the time record by clicking on the “Save” button 
at the bottom of your time record.



• The final step is to release the time record by clicking 
on the Release Working Times tab.

• The record is then electronically submitted to your 
manager for approval in Manager Self Service (MSS).



Employee Self Service (ESS): 
Quick Guide Review

Employee logs on to the ESS Portal. 
Employee enters and saves time. 
Employee reviews and releases time. 
Time is routed online to the Manager for 
approval in Manager Self Service 
(MSS).
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